STATE OF NEVADA
COMMISSION ON PEACE OFFICERS’ STANDARDS AND TRAINING
Commission Activities Bureau
5587 Wa Pai Shone Avenue
Carson City, Nevada 89701
(775) 687-7678 * Fax (775) 687-4911

COURSE CERTIFICATION REQUEST
AND
COURSE CHANGE OR DECERTIFICATION REQUEST

An agency as defined in NAC 289.310, may apply for certification above the level of basic training for a course by

submitting to the Executive Director of the Commission on Peace Officers’ Standards and Training, the following:

@) A concise synopsis of the course including the title of the course, the intended goals of the course, and
specific objectives for the students in the course;

(b) A detailed lesson plan including a chronological list of the major subject headings;

(© A list of intended instructors, including a brief resume of experience in the subject area and experience in
instructing for each instructor;

(d) The total amount of hours of instruction;

(e) A description of the written or practical application examinations on the material covered by the course
which is to be graded on a pass / fail basis and which measures accomplishments of the objectives by the
students, including an examination at the beginning and end of the course; and

{j] A bibliography of reference material utilized to develop the course.

The Executive Director will award certification of a course to an agency which did not comply with the provisions of
Subsection 1 for a course which has been certified by another state or other comparable agency if the submitting
agency presents the supporting documents concerning the subject matter and instructors.

A request to certify a course must be approved by the agency administrator. If the course offers training in legal
issues and subjects relating to legal liability, the legal advisor of the agency must approve the course.

A training course offered by a private vendor, must be sponsored by a law enforcement agency, accredited college or
university.

All POST certified courses require a class roster (POST Form AD-10A) of attendees and course evaluations (POST
Form AD-10B) be retained on file for inspection.

An agency whose course is currently accredited by an organization, such as the National Accreditation Committee or
the American Correctional Association which:

@ Is nationally recognized, and

(b) Gives accreditation to courses for peace officers, is not required to apply for accreditation of the course.

The Commission on POST will not certify courses on a retroactive basis. Courses should be submitted at least 30
days prior to the commencement of the course.

ONLY CORRECT ELECTRONIC FORM SUBMISSION WILL BE ACCEPTED

Course Certification forms must be submitted electronically. After reading the attached
User Manual, click the following link to download the necessary Formatta Filler software and

access the form:

http://eforms.post.state.nv.us/efm/catalog/publishedforms.jsp

Note: Upon certification, the submitting agency/vendor will received a copy of the submitted Course Certification
form; which will include an assigned POST certified course number.

Course Certification Regiest

R-07/2012

Supersedes Forms AD-10, AD-10E, AD-10C, AD-11
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Chapter 1 — Introduction

The Nevada Commission on Peace Officers’ Standards and Training (POST) is charged with keeping
information on law enforcement agencies, courses, and officers throughout the state of Nevada. In
order to keep this information current in the POST database, agencies must apply for course
certification and provide changes to course information timely.

To make this process easy and efficient, POST has implemented an automated software solution
that allows entering requests for courses to be POST certified and also to submit changes to a
course that exists in the POST database and has been assigned a POST certified course number.

What is Formatta?

Formatta is the name of the electronic forms software implemented by POST to facilitate the process
of updating POST with information. It is user-friendly, electronic form filling software that will allow
agencies to enter, save, and submit certain requests and changes to a certified course; which will
update the POST database. Agencies and vendors will access the POST Formatta form via the
Internet and download the Formatta Filler software, which enables them to fill out, save and submit
forms for their courses.

When a course information changes, the responsible agency or vendor provides POST with the
information that is changed using the correct Formatta form. There are four steps to accomplish
this; which are discussed in this document:

1 Download and install the Formatta Filler client software on the agency computer.

NOTE Step 1 is completed only one time per computer that will be used to submit Formatta Forms.

2 Using your Internet browser, access the POST Formatta Available Forms web page.
3 Open the applicable form and log in.

4  Enter the course information and submit.
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Using the Formatta Filler Software

As you work with the Formatta form, you can save work-in-progress and come back to it later for
completion, or save a completed form for your records. From the File menu, select Save As... and
give the form a unique file name so you can find it when you need to. You can also print the form
by selecting Print.... from the File menu and selecting your printer.

% Edit wiew Form Tools Help

Qpean...
Close

Save As..

Export
Send...

Frint...
Print Previsw

Bubble Tips

Bubble Tips are available for every field, checkbox, and button in the form. When you click in a field,
select a checkbox, or click a button, an explanation will pop-up to assist you with the entry.

Enter the POST

identification number f P

assigned to the officer. 1I'SO1
e

Post ID Number: l_:l Lookup

City: Select the new position for the officer. A short A Zip Code:

comment must be entered in the
County: | Comments/Additional Infermation field below
about the change in position (e.g. Promoted to
E-Idail: | Sergeant,).
l’/l
Positon: @ Line Q Supervisor

O Executive

You can turn the Bubble Tips feature off and on by selecting Bubble Tips from the View menu.

Form Tools Help

v Toolbar
v Stats Bar
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Pop-up Date Calendar

When you click into the Date field of a form, a calendar pops up allowing you to select a date. Use
the arrows at the top to scroll through the months and years to select the correct date.

Sun hon Tue WWed Thuy Fri Sat
24 25 26 27 23 29 130
1 2 3 4 & & 7
g8 9 10 11 12 13 14
15 16 17 18 19 20 21
ez 23 24 [ 5 27 28
29 30 31 1 2 3 4
[ |Today: 5/25/2011

You can turn the Calendar feature off and on by selecting Calendar from the View menu.

Form Tools Help

v Toolbar
v Statls Bar

v Bubble Tips
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Chapter 2 — Setting Up Your Computer

The first step in using the POST Formatta form, is for the agency to download and install the Formatta Filler
client software on a local computer Downloading and installing the Formatta Filler software is required only
once on any computer that will be used to submit Formatta forms to POST.

Download the Formatta Filler Software

1 Open the web browser on your computer.

2 Enter http://eforms.post.state.nv.us/efm/catalog/publishedforms.jsp into the address bar.

You will see the following web page:

Add a Shortcut to your Desktop

3 Before downloading the software, right-click anywhere on the web page and from the menu, select to
Create Shortcut; which will put a shortcut icon on your desktop so you can easily access this web page
in the future.
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The shortcut on your desktop will look something like:

4 You can change the icon and rename it like any other shortcut on your desktop to make it easy for you to
identify and quickly access the POST Formatta forms.

Start the Download

1 From the Available Forms web page, click on the Formatta Filler Free Download button located in the
middle of the page.

The File Download — Security Warning pop-up message appears.

File Download - Security Warning R|

Do you want to run or save this file?

MName: FillerSetup.exe

Type: application, 1.24MB

Fram: www2.formatta.com

Fun ] l Sawe ] [ Cancel

. YWhile files fram the Internet can be useful, this file type can potentially
I\ﬂl harrm your computer. If wou do nottrustthe source, do notrun or save this
sofware. What's the risk?

2 Click the Save button.
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3 From the Save As dialog, save the FillerSetup.exe to your Desktop folder.

4 Once the download completes, find the FillerSetup.exe icon on your desktop.

It should look something like this:

Install the Formatta Filler Software

1 Close all programs that are running on your computer.

2 Double-click on the FillerSetup.exe icon to begin installing Formatta Filler software on your computer.

NOTE You may need I.T assistance if you do not have install permissions on your computer.




Using the Formatta Forms: Course Certification and Course Change

or Decertification

The Open File — Security Warning pop-up message appears.

Open File - Security Warning

software?

MName:

Fublishar:
Type:
From:

The publisher could not be verified. Are you sure you want to run this

FillerSetup.exe

Unknown Publisher

Application

ChyDocurnents and Settingstsmicallef POST \Desktop

| P || cencel

[W] Atweays ask before opening this file

This file does nothave awvalid digital signature that werifies its publisher.
@ “'ou should only run software from publishers vou trust. How can |
decide what software to run?

3 Click the Run button

4  Follow the directions for installing the software on your computer.

Chapter 2 — Setting Up Your Computer

5 Once the Formatta Filler software is successfully installed on your computer, you can delete the
FillerSetup.exe from your Desktop folder.
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Chapter 3 — Course Certification Form

After the Formatta Filler Software is successfully installed on your computer, you can open the Course
Certification form, enter the course information, attached any required files, and click the submit button to
send the course certification request to POST. This form should be submitted to request POST certification for
any course.

NOTE A new Course Certification form MUST be completely filled out and submitted for each course
requesting certification.

1 Double-click the shortcut you created on your desktop to access the POST Formatta Forms

Or, open a web browser and enter http://eforms.post.state.nv.us/efm/catalog/publishedforms.jsp into the
address bar.

2 Click the form icon under the Download heading to open the Formatta form.

Form Title AT Description Download

Course Certification Used to request the certification of & new course Jll’]

The Course Certification form appears.

State of Nevada - POST
Course Certification
St —
AgencyVendor Hame | |

Vendor's §ponsoring Agency | |

Course Title | |

Total Course Hours l:l

Click the Attachment button © sibmit the folloa ing five domments = requind by (MAC 289 310):
(I this comrse is OHLY for 24 hour conpliance parposes, attackments 1-5 are rotrequired )
1. Concise synopsis of the corse inchdmg the title, goals, and dhjectives.
2. Detadled ksson plan inchding a chionological list of the major subject headings.
3. List of instmactors withb def renume, subject experience, and ivs tuction experience.
4. Description of pre-corse and post-course wiittenprartical examinations, which are graded as pass fail
5. Bblography of refirence materials used in course developrent

Attachments

NOTE: Ifths is a legal coare, by subrmuthing fhis request, wou atiest that this course has been approved by
the & gency Lagal & dviscr. All conrses requive aclass roster (Fomm AD-104) of attendees and conrse
evahations (Fonn AD-10E)be retamed on fik for inspecion (MAC 288.310(7)

Additional

2 Name: Submi Phone: Submi E-Mail:
| [0 | | |
Feset Form Submit

SUbm L H8lon Aum ber:

*** This Section isfor POST App OHLY **** Do HOT Enter in this Section ****

POST Certified Course#t | | DateProcessed: POST Approved
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Agency/Vendor Information

NOTE Make sure all the information you enter is in correct sentence case. Use capital letters and
lower case letters correctly.

S L —

AgencyVendor Hame | |

Yendor's Sponsoring Agency | |

3 In the Agency ID Number field, enter the POST assigned number of the agency/organization that is
conducting the course. This is a 4 digit number assigned to all law enforcement agencies. Skip this field
if you are a vendor/organization that does not have this number assigned.

4 In the Agency/Vendor Name field, enter the agency or company name that will be providing the
course. Please provide the division or any d/b/a name, if applicable.

5 If you are a vendor/company conducting the course, in the Agency/Vendor Name field, enter the name
of the Nevada law enforcement agency that is responsible for sponsoring/providing the course.

Course Information

Course Title | |

Total Course H ours I:I

Click the Attachment button © mbmi the folloar ing five domuments & required by (A C 282 3100
(If tht course 15 ONLY for 24 hour compliance paiposes, attaclenerts 1-5 are notrequied )
1. Conmse synopsis of the couse inchdmg the title, zoals, ard dhjectives.
2. Detailed ksson plan inchdmg a chionological list of the major subject headings.
3. List of instoactors withbnef resume, subject expenence, and s trachon experence.
4. Description of pre-coirse and postcourse whtten'practcal exarminations, which aw sraded as passfail
5. Bblography of reférence materials used incourse develbpment

Attachments

NOTE: If'ths 15 a legal cousse, by subnuthng thus request, wou atest that this course has been approved by
the A peney Logal & dvisor. &1 comrses require aclass roster (Fonm AD-104) of attendees and conxse

evahiatons (Forn AD-10E1be retamed on fik for mspection (M AC 28531007

Additional Information:

6 In the Course Title field, enter the complete/formal name of the course.

7 In the Total Course Hours field, enter the total time of the course duration.
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8 Click the Attachments button to submit the required documents for the course. The documents can be
in any file type such as TEXT (.txt), WORD (.doc), Adobe (.pdf), Images (.tif, jpg, bmp, etc.).

The Attachments dialog box appears.

Click the Add button to browse your computer/network and select files that you want to send with this
submission. Continue to click the Add button and select all the files to submit until the list is complete.

NOTE You can select a file from the list and click the Delete button to remove it, or you can click the
SaveAS button to save a copy of the file to a different location.

9 In the Additional Information field, enter any information that is important for POST to know when
considering approval for the course.

Form Submission

The remainder of the form facilitates the form submission, and entry into all of the fields is rmandatory. The
form cannot be submitted and you will receive an error until the information is entered into these fields.

Submitters Mame: Submitters Phone: Submitters E-ail:

| [O- || |

e Piosa | Rubiuy

Subminnlon number:

10 In the Submitter’s Name field, enter your first and last name.

11 In the Submitters Phone field, enter a phone number including area code where you can be contacted.
Enter only the numbers and it will be formatted for you.

12 In the Submitters E-Mail field, enter an email address where you can be contacted and the approval
confirmation sent.

10
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Reset Form Button: If you made a mistake and need to start over, Click the Reset Form button which
will clear all of the fields. Don’t click this button unless you really want to start over filling out the form.

13 After all of the course information is entered correctly and all documents are attached to the form, click
the Submit button.

When the form is submitted successfully, the following Submission Status message appears displaying
the tracking number assigned to the submission. This is a internal number generated automatically and is
used for software administration purposes. You may want to record this number for your own purposes.

M Submission Status B|

Thank you for yvour submission. It
has been successfully processed.

Your tracking number for this
submission is 254

OK

14 Click OK.

The following “Thank You for your submission” confirmation message appears.

15 Click OK and you are returned to the completed form with the assigned Submission number displayed.

Submission number:

16 At this point, you can save the current form for your records, enter the information for another course
and complete another form for submission, or exit from Formatta Filler completely.

Course Approval

Upon course approval, an email message will be sent to the email address as designated in the original Course
Certification form submission. The email message will indicate the approval of the course and the POST
certified course number that is assigned. A copy of the submitted form will be attached to the email message
with the POST approval section completed indicating the POST course number and the date of approval.

11
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Chapter 4 — Course Change or
Decertification Form

After you have submitted a Course Certification Form, and it has been POST certified, when you change a
course or no longer provide the course, you MUST submit a Course Change or Decertification form so that the
information POST has on file is always current and correct.

1 Double-click the shortcut you created on your desktop to access the POST Formatta Forms

Or, open a web browser and enter http://eforms.post.state.nv.us/efm/catalog/publishedforms.jsp into the
address bar.

2  Click the form icon under the Download heading to open the Formatta form.

Submit this form when changes have been made to 2 POST certified LY

course. {H.']

The Course Certification form appears.

Course Change or Decertification

State of Nevada - POST
Course Change or Decertification

Submnt this fommwer hen changes have been made to a POST certified conwse. This caninchide
changes © hous, anginal documentation, or decerification/inactivation of the couse.

Agency D% D
Agency/Yendor Hame | |
Course Hame
POST Courses | | Lok | |
Effective D ate of Change
DecertifyInactivate this Course -
Change Total C ourse Hours To l:l
ABriefD iption of D ion Change or Reason for D ecertific ation is RE QU IRE D:

Click the Attachment button © submit the conrse dommentation thathas changed:
1. Symopsis of the conse inchdmg the title, goals, and dhjectives.
2. Lassom plan inehdmg 2 cluonological list of the major subject haadings.
3. Couse instmetors mehding resame, sabjectexperience, and mstmetion ecperence.
4. Descripion of pre-conrse amd post-conse writen'ractical exaninations , zraded as passifail.
5. Biblicgraphy of mfeence makrids used in ooumse developrrent.

Attachments

NOTE: Ifths is a lezal couse, by submithing this change, vou atest that this anenendmentto the cous e
has been approved by the Agency Legal Advisor.

Submitiers Name: Submitters Phone: Submitters E-Mail:

I (I | |

Feset Form | Submit ‘

1thm | ual o nnm har

1z
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Agency/Vendor Information

NOTE Make sure all the information you enter is in correct sentence case. Use capital letters and
lower case letters correctly.

Subnnt this fomawr hen changes have been made to aPOST cerbfied coure. This can mehide
changes & hous, ongnal domimentation, or decerificatoninactivation of the conse.

Agency ID# |:|

AgencyVendor Hame |

3 Inthe Agency ID Number field, enter the POST assigned number of the agency/organization that
obtained the course certification. This is a 4 digit number assigned to all law enforcement agencies. Skip
this field if you are a vendor/organization that does not have this number assigned.

4 In the Agency/Vendor Name field, enter the agency or company name that obtained the course
certification.

Course Change Information

Coursze Hame

POST Courset| | Lookup |
E ffective D ate of Change

D ecertifyinactirate this Course -
Change Total Course Hours To I:I

A B rief D escripion of Documentation Change or Reason for D ecertific ation is RE QU IRE D:

Click the Attachment button © mbmait the course dommerntation thathas changed:
1. Synmopsis of the coas e mchdmg the title, zoals, and ohjectives.
. Lasson plan inchdmg a chwonological list of the major subject headings.
. Coure mstrctors mehiding maume, subjectexperience, and mstrachon expenence.
. Desaiption of pre-course ard post-couse witterlpractcal exanunations | graded as pass/hil.
. Biblingraphy of efeence makrials nsed in ocouse develapment.

[ S L ]

Attachments

MNOTE: Ifths is a legal conwse, by subruthng this change, yon atest that thos anmmerdment to fhie coixe
has been approved by the Ageney Legal Advisor

5 In the POST Course# field, enter the number of the POST certified course and click the Lookup button;
which will display the course name from the POST database.

13
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Click the Effective Date of Change field and a pop-up calendar displays allowing you to select the date
that this change became effective. You can select the date from the pop-up calendar or enter it manually
mm/dd/yyyy (month/day/year).

If you are requesting decertification of the course, select YES from the Decertify/Inactivate this
Course pull-down.

NOTE Selecting YES will decertify the course, inactivate the status, and POST credit will not longer be

allowed.

8 If the hours have changed for the duration of the course, enter the correct hours in the Change Total
Course Hours To field.

9 In A Brief Description of Documentation Change or Reason for Decertification is REQUIRED
field, enter a brief description of the change to what document or why the course should be decertified.

10 Click the Attachments button to submit the changed documents for the course. The documents can be

in any file type such as TEXT (.txt), WORD (.doc), Adobe (.pdf), Images (.tif, jpg, bmp, etc.).

The Attachments dialog box appears.

Click the Add button to browse your computer/network and select files that you want to send with this
submission. Continue to click the Add button and select all the files to submit until the list is complete.

NOTE You can select a file from the list and click the Delete button to remove it, or you can click the
SaveAS button to save a copy of the file to a different location.

14
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Form Submission

The remainder of the form facilitates the form submission, and entry into all of the fields is mandatory. The
form cannot be submitted and you will receive an error until the information is entered into these fields.

Submitters Mame: Submitters Phone: Submitters E-Fail:

I (R || |

oot Plosa | byt

ubminalon number:

11 In the Submitter’s Name field, enter your first and last name.

12 In the Submitters Phone field, enter a phone number including area code where you can be contacted.
Enter only the numbers and it will be formatted for you.

13 In the Submitters E-Mail field, enter an email address where you can be contacted and the approval
confirmation sent.

Reset Form Button: If you made a mistake and need to start over, Click the Reset Form button which
will clear all of the fields. Don't click this button unless you really want to start over filling out the form.

14 After all of the course information is entered correctly and all documents are attached to the form, click
the Submit button.

When the form is submitted successfully, the following Submission Status message appears displaying
the tracking number assigned to the submission. This is a internal number generated automatically and is
used for software administration purposes. You may want to record this number for your own purposes.

Bl Submission Status S|

Thank you for your submission. It
has been successfully processed.

Your tracking number for this
submission is 254

OK

15 Click OK.

15
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The following “Thank You for your submission” confirmation message appears.

16 Click OK and you are returned to the completed form with the assigned Submission number displayed.

Submission number:

17 At this point, you can save the current form for your records, enter the information for another course and
complete another form for submission, or exit from Formatta Filler completely.

16
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